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   Context
   1. The Scottish Government is committed to improving the employment
   prospects of young people furthest from the labour market. Since 2012
   action has been taken to improve the transition planning and offer
   process in place for young people before leaving school, improving the
   learner journey through improved vocational pathways and supporting
   young who are not already in education, training or employment (NEET)
   people to re-engage with learning and training to develop the skills
   they need to get a job.
   2. Activity Agreements (AA) are a key component of the post-16 offer
   for young people who need additional support to re-engage and
   participate with a view to moving into employment.
   What / Who is this Guidance for?
   3. This Guidance sets out the key principles for the continued
   development and delivery of local authority Activity Agreements in
   Scotland. It explains what an Activity Agreement is, the context for
   delivering Activity Agreements, the principles that should be applied,
   and sets out some key operational guidelines.
   4. The Guidance ensures a close alignment to the principles of Getting
   It Right For Every Child and the Children and Young People (Scotland)
   Act 2014. Where a young person already has a support plan in place,
   the contents of the Activity Agreement, to be agreed with the young
   person, should then flow naturally from, and form part of, the support
   plan.
   5. The continued development and delivery of Activity Agreements
   offers an opportunity to make this range of services more coherent,
   and to consider the way those services are funded.
   What is an Activity Agreement?
   6. Activity Agreements are not for all young people. They are for
   those young people who without additional support might not make a
   successful transition to work, further education or training. An
   Activity Agreement is a formal agreement, between a young person and
   an advisor (Trusted Professional), that the young person will
   participate in a programme of tailored learning and activity based on
   an assessment of their immediate and future skills needs.
   7. The contents of an Activity Agreement should address Stage 1 and
   Stage 2 of the Strategic Skills Pipeline. They must form a clear
   pathway towards more formal engagement with learning or employment and
   will require those involved in delivering and supporting young people
   undertaking them to have an understanding of the local labour market
   and of the expectations of employers.
   8. The Activity Agreement model can be found at
   https://www.youthlinkscotland.org/media/2409/activity-agreement-2018.pdf
   Eligibility
   9. Given developments such as Fair Start Scotland and interventions
   from other agencies such as DWP for those age 18 and over. They are
   for young people who:
     * 
       age 16 –19 (up to their 20th birthday) are not in education,
       employment or training and who have been assessed as requiring the
       intensive support needed to (re)engage through a tailored learning
       approach offered by an AA in order to progress onto further
       learning or training and develop the skills needed to enter the
       labour market.
     * 
       are leaving school without an offer in place and for whom an
       Activity Agreement has been identified as the most appropriate
       post-school intervention, based on an assessment of their learning
       and skills needs.
   Assessment of Need
   10. It is important to recognise that the level and intensity of
   support needed by young people will vary. Strengths-based assessment
   is vital to ensuring that young people are offered a highly
   personalised programme of learning and activity which will improve
   their individual skills. The assessment must recognise the wide range
   of influences on vulnerable young people’s lives, for example health,
   housing and family circumstances and will acknowledge the learning and
   experiences of the young person within and outwith school.
   11. A common process for assessment should be in place across the
   local partnership area, with robust, agreed processes and protocols
   regarding information exchange with key partners. This should include
   a clear understanding about the suitability of the Activity Agreement
   intervention.
   12. The success of Activity Agreements is judged by the extent to
   which they assist young people to progress into, and sustain, further
   learning, training and employment. Those young people who undertake an
   Activity Agreement should be assessed as capable of making this
   progression with the help and support provided by Trusted
   Professionals on completion of the Activity Agreement.
   Early Intervention
   13. For those who have been assessed as likely to benefit from
   participation early intervention and engagement should start no
   earlier than 3 months prior to the young person’s leaving date to
   facilitate a smooth transition to full participation on a tailored
   learning programme.
   Duration
   14. The assessment of a young person’s needs should determine the
   minimum requirements for taking part in an Activity Agreement. There
   is no minimum amount of engagement required for a young person to
   participate in an Activity Agreement. The duration of a young person’s
   Activity Agreement participation is also determined by the individual
   – allowing progression to their next destination at the point they are
   ready.
   15. Within this flexibility, there must be a clear focus on the young
   person’s progression towards more formal learning, training or
   employment. This carries an expectation that a young person’s
   participation in Activity Agreements might evolve or become more
   demanding resulting in longer periods of participation as they
   progress.
   16. Likewise, there is no maximum amount of time for which a young
   person may participate in an Activity Agreement. For some young people
   an Activity Agreement will be a short, focused intervention which
   helps them to become ready for more formal learning or employment. For
   others however, a longer timeframe may be needed.
   Progression
   17. Personalised planning facilitates progression within the Activity
   Agreement and beyond. From the outset, young people should be
   supported to articulate their goals in terms of their development and
   progression. Participation will form a clear pathway towards
   progression, and will include activities specifically designed to
   prepare young people for progression, such as taster sessions at
   college and with training providers, mentoring, peer mentoring
   opportunities and innovative group projects.
   Learning Activity
   18. Activity Agreements are delivered in venues and on days and times
   that recognise young people’s needs and other commitments. The
   provision available to young people will take into account their
   different starting points in terms of learning, development and
   other needs, and will provide opportunity to try new things and
   explore options in a safe environment. The activities a young person
   participates in should provide the opportunity to develop their skills
   for learning, life and work, with a focus on soft and core skills
   including literacy, numeracy, and health and well-being.
   19. Community learning and development (CLD) opportunities in both the
   public and Third Sector, as well as volunteering opportunities, will
   be key aspects of the offer to young people. Developing an
   understanding of the world of work is an important element of Activity
   Agreements; this requires a focus on the local labour market and the
   expectations of employers.
   20. Young people may undertake work tasters as part of their Activity
   Agreement and these should not be confused with work placements which
   are more formal and for longer periods of time.
   21. Where no existing options are suitable, or available, for a young
   person, the Trusted Professional should use the detailed information
   they have on a young person’s learning and skills needs to inform the
   commissioning of specific activity for that young person.
   22. The responsibility for ensuring there are sufficient, timely and
   appropriate learning and training opportunities across the strategic
   skills pipeline lies with:
     * 
       Local Authorities, including More Choices More
       Chances/Opportunities for All Partnerships, schools
     * 
       Community Learning and Development;
     * 
       Local Employability Partnerships;
     * 
       Community Planning Partnerships;
     * 
       Skills Development Scotland;
     * 
       The Scottish Funding Council - colleges and universities; and
     * 
       Third Sector training providers and support agencies.
   Personal Support – Trusted Professionals
   23. Consistent personal support underpins the Activity Agreement
   approach and its success in helping young people engage with and
   sustain participation in the opportunities it offers and to move into
   positive and sustained destinations. Activity Agreements offer young
   people one-to-one support from a consistent professional throughout
   their period of engagement. This person is referred to as a Trusted
   Professional.
   24. Trusted Professionals come from a range of professions, including
   community/youth work, education, health and careers. Each local
   authority area will have developed a trusted professional workforce to
   meet the needs of their young people. A strong relationship with a
   trusted Professional, acting in an advisory and guidance role, is a
   critical element of the Activity Agreement model. Evidence suggests
   that this advisory role is central to a young person’s participation
   on an Activity Agreement.
   25. Those undertaking the trusted professional role have empathy with
   young people and are not seen as a person of authority. They have a
   wide skills base that enables them to build supportive, open and
   truthful relationships with young people, respond to the needs of the
   individual and work in partnership to best support the young person.
   It is important that a Trusted Professional:
       * 
         has, or can build, a strong relationship with a young person;
       * 
         has an awareness of the learning and support opportunities
         available locally;
       * 
         has an awareness of the local labour market;
       * 
         can act quickly at point of contact with a young person;
       * 
         is able to deal with a range of young people, many of whom will
         display challenging behaviour or have complex needs;
       * 
         has credibility with the organisations who work with a young
         person;
       * 
         has the ability to negotiate and advocate on behalf of the young
         person;
       * 
         takes a solution-focused, non-judgemental approach.
   26. Nationally, Skills Development Scotland has an important role to
   play, both in terms of its work coach service – critical to providing
   advice and guidance to vulnerable young people – and its
   capacity-building role. At a local level, Skills Development Scotland
   should agree with local partnerships exactly how their coaches will
   contribute to the delivery of Activity Agreements.
   27. This partnership approach is likely to have significant CPD
   implications for those workers involved in carrying out the Trusted
   Professional role.
   Equalities
   28. In delivering Activity Agreements to young people age 16 to 19,
   Local Authorities should be mindful that no one should be denied the
   opportunity because of their race or ethnicity, their disability,
   their gender, sexual orientation or religion.
   Management Information
   29. It is important to ensure that, when young people are moving
   between different learning provision, they are not lost. This means
   that, as well as a common process for assessing young people’s needs,
   there should be a system for ensuring that information from existing
   systems is drawn on to support a young person’s participation in an
   Activity Agreement, and for appropriately reflecting their
   participation and progression. An important part of this will be
   monitoring young people’s progression when they leave an Activity
   Agreement; this will require close working with other learning
   providers. Skills Development Scotland is the data hub for information
   about young people and as such should be kept up to date on young
   people participating on an Activity Agreement.
   Data Recording and Collection
   30. Young people undertaking an Activity Agreement are recorded as
   participating in learning and training within the new Participation
   Measure (and in a positive destination for the purposes of the School
   Leaver statistics). For statistical purposes the definition of an
   Activity Agreement is as follows:
   ‘An Activity Agreement is an agreement between a young person and an
   advisor that the young person will take part in a programme of
   learning and activity which helps them to become ready for formal
   learning or employment.’
   31. Activity Agreements status should only be recorded when a young
   person has agreed either verbally or in writing to the offer of an
   Activity Agreement. The local authority should notify SDS that a young
   person has agreed either verbally or in writing to the offer of an
   Activity Agreement within 5 working days of this happening. Data
   received from local authorities regarding the status of a young person
   should be entered onto CSS within 5 working days of receipt.
   32. For on-going evaluation purposes, it is important for Local
   Authorities to provide all the relevant management and statistical
   information requested in the offer of grant reporting template.
   On flow (sign-up) definition
   33. An Activity Agreement status should be recorded when a young
   person has agreed either verbally or in writing to the offer of an
   Activity Agreement. This is recorded by local authorities as “signed
   up”. It is important to note that:
     * 
       for young people who are claiming benefit, their primary status
       should be recorded as participating in an Activity Agreement; and
     * 
       for some young people, the initial stage of an Activity Agreement
       will be largely or entirely focused on intensive advice and
       guidance, before appropriate learning activity can be identified.
       This guidance process should be recognised as part of the
       Agreement and accurately recorded as a young person having been
       signed up.
   34. Young people who are only at the referral stage should not be
   reported as “signed-up” for an Activity Agreement.
   35. Young people who are still at school should not be recorded as
   “signed-up” until after their school leaving date.
   Off-flow definition
   36. A young person’s status should be recorded as “off-flow” when they
   have left their Activity Agreement, either early or on completion. A
   local authority should notify SDS that a young person has left their
   Activity Agreement, either early or on completion within 5 working
   days of this happening. Data received from local authorities regarding
   the status of a young person should be entered onto CSS within 5
   working days of receipt.
   Quality Assurance And Accreditation
   37. There is a key role for Education Scotland in assessing the
   quality of learning provision for young people. Existing local
   measures for quality assurance and improvement already govern some of
   the services and learning provision which might form part of an
   Activity Agreement.
   38. There are many ways in which a young person’s learning in a
   non-formal context might be recognised or accredited. Decisions on how
   best to recognise or accredit a young person’s learning should be
   taken at an individual level, based on the assessment of that young
   person’s needs and interests. Where appropriate, this may include
   initial engagement with young people which is then accredited
   retrospectively, rather than requiring young people to be working
   towards accreditation from the beginning.
   Education Maintenance Allowance (EMA)
   39. Young people who are participating in Activity Agreements should
   have access to financial support in the same way as young people
   learning in more formal settings. All young people undertaking
   Activity Agreements are considered vulnerable. These young people will
   require extra support in the application process in addition to
   developing and undertaking their tailored learning plan.
   40. Young people undertaking Activity Agreements who are eligible to
   receive EMA also qualify under the school leaving dates in relation to
   their 16th birthday. Recipients will normally be aged between 16 and
   19 years (inclusive), however as with school students, college
   students and those on Activity Agreements should follow the school
   intake dates of eligibility to maintain consistency across all
   recipients.
   (a) Information Management
   41. Local Authorities need a record of young people on Activity
   Agreements receiving EMA. This information should be recorded in the
   same way as for young people attending independent schools or who are
   home educated. This may be that a dummy student candidate number (SCN)
   is assigned to each young person so that they can be included in the
   information management system.
   (b) Financial Assessment
   42. The same rules for income assessment apply to young people on
   Activity Agreements as those receiving an EMA in school or college and
   is based on Her Majesty’s Revenue and Customs Tax Credits Awards,
   which also takes into account household income.
   (c) Welfare Benefits
   43. The EMA is means tested and eligibility will depend on household
   income and whether there is more than one dependent child in the
   household. The same rules for income assessment apply to young people
   on Activity Agreements as those receiving an EMA in school or college
   and is based on Her Majesty’s Revenue and Customs Tax Credits Awards,
   which also takes into account household income.
   45. The household income of the young person will also determine their
   eligibility for an EMA. Where the household income is £24,421 or less
   before tax (for households with one dependent child) or £26,884 before
   tax (for households with more than one dependent child) the young
   person would be eligible for a weekly payment of £30 per week
   providing they meet the other criteria also. The income thresholds are
   before tax. A dependent child is one who is 16 or under or is between
   16 and 25 years old and is in full time further or higher education.
   46. There are two methods of determining income. Most EMA applicants
   will be able to provide a Tax Credit Award Notice (TCAN) as proof of
   household income. If a TCAN is available then this will reduce the
   amount of the form that has to be completed. If a TCAN is not
   available at the time of application then other documentation such as
   a P60, payslips, bank statements, Annual Tax Summary etc should be
   used. If neither are available, details of income can be completed on
   the application form. EMA contacts within local authorities will be
   able to provide guidance on how to complete the forms.
   47. Under no circumstances should EMA students have benefits withdrawn
   due to receiving EMA. Young people receiving education who are Looked
   After by the local authority or who are classed as “care leavers” by
   the local authority, are eligible for the full EMA without having to
   provide evidence of parental household income; this also includes
   students who are in receipt of Income Support or income-related
   Employment and Support Allowance in their own name and students
   receiving a Pathways allowance from the local authority. Further
   information is provided in the EMA guidance provided by Scottish
   Government to local authorities.
   48. In addition if a household is in receipt of a grant from the
   Scottish Welfare Fund (crisis grants and community care grants to
   people on low incomes) this should be disregarded from EMA household
   calculations.
   (d) Universal Credit
   49. Universal Credit is being introduced in phases. Whether
   individuals claim Universal Credit, or remain for now on the current
   system, depends on where the claimant lives and their personal
   circumstances. It is now available Scotland-wide for single people,
   with the last roll out to Local Authority areas now complete.
   Universal Credit will replace the following:
     * 
       Jobseeker’s Allowance
     * 
       Housing Benefit
     * 
       Working Tax Credit
     * 
       Child Tax Credit
     * 
       Employment and Support Allowance
     * 
       Income Support
   (e) Other Awards
   50. A young person on an EMA may still be entitled to other forms of
   financial support for non-maintenance costs (such as a travel
   allowance) from existing local authority or college bursary funding.
   Young people in full-time employment, in receipt of Job Seekers
   Allowance (JSA) or in receipt of a training allowance, such as the
   Employability Fund will not be eligible for an EMA.
   (f) Exceptions to the Financial Assessment Process
   51. Local authorities and colleges will need to assess the income of
   some young people in their own right, for example estranged or
   vulnerable young people, care leavers or teenage parents receiving
   benefits.
   52. All eligible young people who are either Looked After or care
   leavers should be treated as “independent” for the purposes of EMA,
   and are automatically eligible for EMA without recourse to parental
   income assessment. Students receiving the “Pathways” allowance should
   also receive EMA. Such students are required to provide a letter at
   the time of application from the local authority or the care provider
   confirming their status.
   (g) Re-assessments
   53. As a young person on an Activity Agreement can enter and leave at
   any point during the course of the year, it may be necessary to carry
   out a reassessment of their circumstances. This may be needed to
   ensure household income information is up to date particularly if they
   have been on an Activity Agreement for some time, possibly more than
   52 weeks. There is no cut-off date for this set nationally, but local
   authorities may find it helpful to carry this out around the time that
   new applications are being sent out to the school sector for the new
   academic year.
   (h) Duration of Allowance
   54. Payment of EMA will normally be restricted to a maximum period of
   3 years and recipients must be between 16 and 19 years old. Vulnerable
   young people may be eligible for up to 4 years support up to their 20th
   birthday. A new EMA application should be submitted each year.
   55. For Activity Agreements, payments can be made for a full year
   (i.e. up to 52 weeks per year). Young people on Activity Agreements
   can receive payments out-with the normal school and college term time
   as their learning may not follow the academic year. If the young
   person undertakes a Skills Development Scotland (SDS) Employability
   Fund training course as part of their Activity Agreement and receives
   the £55 training allowance for this, they cannot claim EMA at the same
   time.
   (i) Making Payments
   56. The young person’s advisor or learning centre is responsible for
   authorising or stopping payments. For young people undertaking an
   Activity Agreement, we would generally expect a Trusted Professional
   to make this decision, although for some there may be someone else who
   is more appropriate. It is essential, in all cases, that there is a
   clear process – similar to the process which operates between schools
   and the local authority – for authorising or stopping payments.
   57. It will be the responsibility of the student to notify changes in
   their circumstances such as Name and Address or Bank Account to the
   learning centre or LA. Changes to standing data, particularly Bank
   Account details, cannot be made without the signed authority of the
   student. Notification of changes must be stored as audit trail.
   (i) Backdating Payments
   58. Young people on Activity Agreements can have their EMA payments
   back dated, to the day of first engagement in the relevant activity
   within the current financial year. Scottish Government will not pay
   claims, or part of a claim which relates to the previous financial
   year. If a local authority decides to make backdated payments to the
   previous financial year, this cost will need to be met from the local
   authority budget.
   Child Benefit Legislation
   59. Child Benefit legislation specifies programmes of learning which
   qualify a young person for Child Benefit. Child Benefit stops on 31
   August on or after the young person’s 16th birthday if they leave
   education or training. Activity Agreements do not count as “approved”
   learning for the purposes of child benefit and child tax credit.
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